APPLICATION FOR RECORDS RETENTION SCHEDULE | 20 m o O e et ven Ay T

‘ _ : RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM-1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstorv, Records Management Division, 330 Capitol Avenus, Atlanta, Georqu, 30334,
Attention: Scheduling Section. ’

7 FOR AGENCY USE -~ | 1. Agency Addrass Ga. Dept. of Human ronaeconosummmemuse
Application Date ' |Resources fOffice of District Pro- |Application Number
April 17, 1978 |[grams /State Economic Opportunity 7 g - g 7
Appiication Number Office (Crisis Intervention Center ) Gg Recsived Outs Compietes
. 618 Ponce de Leon Ave., N.E. APR 1§ , MAY - 4 157 .
DHR-14 Atlanta. Georgia 30306 ders | 8
2. Person to Contact ' Working Title Telephone Number
Steve Schneider ' : - Auditor II ' 89445323 '
- | 3. Action Requested : short-term program -
8. () Estabnsn Retention Schadule; record wnll continue to accumulate. : no further accumula-
b. £ Dispose of pruent accumulation; no further accumulation anticipated. " tion Y :
' ‘Amend A ion NO. s o Check One: [J Change; ([ Supercede; I Void
4. Date of Series , 5. Records Series Title {fallowed by title used in office; if differsnt)
Earliest  Latest
9/77 | 2/78 = |[Crisis Intervention Applicatlon Flles'” a
6. Division and Offica Function What is the function of the Division and the Office in which this record saries is created?

The Office of District Programs supervisas the Special Councils on Aging,
Maternal and Infant Health, Family Planning, Developmental Disabilities,
Appalachian Health and Child .Development, State Office of Economic OpportunityL
Volunteer Services, and Title XX Contract Services. '’

State Economic Opportunity Office has the responsibility to increase the
quality of anti-poverty programs in the State through _grant review, program
implementation, human rights, resource mobilization, and man power technical
assistance. ) ' ‘ o o

7 Rocor«i.s-rm Description This file contains the following documants {includo form numbars and r.-t!e:, if anyl E
- Attach samples of the file. i

Documants relating to: paying: utillty bills for eligible clients.

included ars: unnumbered form [SE0Q0 Work Flow Checklist] which gives elient Soc,
Sec., No., county code number, date received by SE00, date verified for
correction, date verification letter sent to utility company, name of
utility company, vendor code, amount of bill, signature of certifier;
[Emergency Energy-Crisis Intervention A331stance Form] shows client infor- ;
mation (name, Soc. Sec. No., complete address, county code, Family data,
income ‘eligibility, program eligibility and 1temized utility bills, worker'|s
name, letter to utility company for verification from the company as to theg
amount of the applicant's bill, _copy of verification letter from utility cpo.,

client certification a5 to income’ eligibility, and copy. of utility bill(s)
Fileisarranged: by agency; thereunder, by Social Security Number of ¢lie REETR

6r number assigned by Unit,
H

-—

8. Monthly Refarence Rate - How often are records referred to which are:

One to six months oid _Sewn 1 twelve monthsold _._ = _ _; Thumen to twenty-four months old
““"WJ”'"”"m’”M°M“'—ﬁ—*—“"?;emergency program - none anticipated ,
9. Annuat Rgu of Accumulation of Records RN , o o R

..Letter-size drawers Lngll-sm drawers .;_'..__: Shalves ____ : Other {ngfy; Bpproximately
- ' 106 cu.ft,.

.

—_—

AR—BO=T1, Rev. 76 ‘ ~ {aven ~




[ ” - . .

v§s | NO [ 10, Questionnaire __{Place an “X" in the proper column)

8. Is this the official copy of the unes? ‘

wI if not, where is jt? - :

b. Dcm the smes contain confidentlal mformatson requiring security handlmq? if yes, cite law or regulanon

X €. Is this a vital record? i L R ) N

x d. Does this series have historical or Iohgwm research value? ,
el ¢. When one or two dacuments in the file make it necessary to: kaep the entire file for a Iong plnod could thna
documents be scheduled separately?

A Mmmmmmﬁim;mmmummu_mm coDV,

1 o. Is the information contained in this series evar lnalvzed and/or recorded ina summarized report?

X _If ves, attach cooy,

h. I thers a duptication of this saries in your. offlca or m another ofm:a or agency?
X _If yas, where?

X i, 13 this mmcmcmm&.mulaﬂy_mnnﬁlmz

x L y . 5 Y 1
QM. Rﬂmﬂon Roqulnrmnts : Th- following requurls the series to be kept: [ folders
. & State Law S years, - d Audut;_nnod S : : _years.

-- b, Statute of Iirrntntion years, " 8, Administrative need _f;' years.

¢. Federal law I : ars. t. Federal ratention instructions —vears.

‘ , _ -ve ' I"?ur purpose of audit. o

Attach copy o excart of laws or regulations. Explain administrative need. ' |
112 Approved tho_shion Instructions - - This a_qinc.y racommends thai the file series be cut oft it the eﬂd of each: '
: ' - [ Calendar Yewr; O Fiscal an:ﬁ Other E€b. 28, 1978 then,

O Hold in the current files ares .._.__...__mo_nt'h(s} —e_year(s); then
O Transfer to iocal holding area; hold year(s); then

3 Transfer to Stats Records Center; hold __.3_..__._vear(si then

3 Destroy, o

O Transfer to Stats Archives for permnent ratention,

a Oth« fmclfy} '

Computer Printout : o ' _
~ Cut off file June-30, 1978; hold in current files area 1 year; then
destroy. :

These imtructiom applv to all prior and future accumulations of the series.

T

o . ,
- | Agency ID_c_slgnn !Sgnatm'a) ] - Date - | Records Management Officer (Signaturs) - | Date

ﬁg‘-@&\a Y\\M Eé;f:ethlw. Crffﬁ;, -.R.M.u/ 4/4/78

- State Records Committes (Signature) Dat
Recommn’daﬁom in para- L if\ . I —
graph 12 are approvad, ' . State Augltor/Designes §-— 3 - 7f

(If disspproved, attach letter 7T et —
of explanation.) Sccre%?&a/ﬁesign« F "'2"'78‘
: ' v
: S ' Attornelv Gaiural‘locsignu / {- s, ) r

AR-TETT ey, 78 - jﬁmu sm-)

R




